Client Enrichment Series

Welcome to today’s presentation on an

Introduction to the Vendor and Customer Self Service (VCSS) Web Site
The presentation will start at 2:00 p.m. EST

Note: Phones are automatically muted during the presentation. You have the
ability to send questions to the host and presenters through your questions
pane. They will answer as many of the questions as possible throughout and
at the end of the presentation. All questions will be captured, and answers

sent to all participants prior to the next presentation.
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Hosted by:

Leah Fant

National Account Manager
Office of Client Solutions
GSA Central Office

Presented by:

Susan Hurley, Supervisory Accountant,
BAAR Development and RWA Delinquencies,
Financial Services Division,

GSA Region 7
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GSA’s Vendor and Customer
Self Service (VCSS)
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Vendor and Customer Self Service Overview
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m https://vcss.ocfo.gsa.gov/Default.aspx
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Home Contact Us

(YN Vendor and Customer Self Service

System Requirements

Home | Training | Contact Us | System Requirements

e Year-end Support: The Financial Systems Service Desk will be available to help you on an extended schedule during year-end closing. + sHOW DETAILS
e FLEET: An important fiscal year-end reminder for SpeedPay and Mileage Express Users. + SHOW DETAILS
« RWA: October 2014 RWA billing statements are now available to be viewed.

& GSAFleet Customers - AFV (Alternative Fuel Vehicle) surcharges have been turned off for the remainder of FY 2014. + sHOW DETAILS
VCSS will only display 999 search results on its web pages. + SHOW DETAILS

|If you do not do business with GSA as either a vendor or customer, please do not contact GSA to register in VCSS and do not attempt to log in.

[ System Login ]

Use this button if you ‘ve already registered for
access to use VC5S.

Tip: Be sure to never use the "back” button of your
browser while using VCSS.

[ Registrations & Access Requests |

[ Support Request ]

Use this button if you are a new user to VCSS
and need to:

* Register new accounts
» (Gain access to existing accounts

Use this button to create a request that you be
removed from an account, or from VCSS. You
can also change account administrator status.

The General Services Administration (GSA) has imnlemented a Vendor and Customer Self Service WVCSS) svstem which can he used bv hoth wvendaors and

| »
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VCSS Online Help - Table of Contents

e Segment 1: Introduction

e Segment 2: VCSS Account Registration & Requesting Access
e Segment 3: Basic Navigation

e Segment 4: Account Information

e Segment 5: Statement and Dispute Information

e Segment 6: Customer Payment Information

e Segment 7: Correspondence Information

e Segment 8: External Applications Information

GSA Public Buildings Service https://vess.ocfo.gsa.gov/ 5
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Vendor and Customer Self Service Overview

e The General Services Administration (GSA) has implemented a
Vendor and Customer Self Service (VCSS) system which can be used

by both vendors and customers of GSA.

t¥N Vendor and Customer Self Service

Home System Requirements Contact Us Help

Vender Registrations and Access Requests

Click here if you currently do business with GSA as a Vendor

Being in VCSS allows a vendor to create and process real-time
invoices electronically and track the status of payments made by GSA.
If you wish to participate in VIC55, you must have a valid
DUNS/DUNS+4 number and register in the Central Contractor
Registration (CCRC) database prior to registering in W35,

Customer Registrations and Access Reguests

Click here if you are a Customer of GSA |

A customer utilizing VC55 will have the capability to view their billing
and payment information. You can link to external websites and
export billing data to CSV. You can also manage your accounts,
review account history and submit correspondence. All customers
must register their G5A Account Code formerly known as BOAC or
AGBU Codes and IPAC activities must register their Agency Location
Codes (ALC).

GSA Public Buildings Service
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Vendor and Customer Self Service Overview

e Vendor and Customer Self Service (VCSS) is a web application that
allows users to quickly and efficiently access information concerning
their accounts.

— VCSS provides a single location for GSA customers to do the following:

e View account information
e Submit correspondence
e Submit a dispute request

— There are two types of Customer registration:

1. VCSS account (BOAC)
2. User ID (Individual)

A
GSA Public Buildings Service https://vcss.ocfo.gsa.gov/
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Vendor and Customer Self Service Overview

78 Vendor and Customer Self Service

Hame Systern Requirements

Mew Requests
Access Request L Accounts ~
Access Requests
\What accountis) wauld you like access ta?
There are ne scoourts sdded,
Emter an Account Code/B-digit AL {Agency Locetson Code) gr Agency Mame.
—
Account Code (2 ALC Organization Search Registration Requeits
Cemp Depastment E
= §HOW DITAILS
I .
i 7 s,
Registration r [ conts

Wehat accountis) would yeu like te '-l!‘gl:lt"

Eriter an Account CodeB-digit ALC (Agency Locaten Code) pod Agency Name,

Aceaunt Cods @ ALC 1 l:',:r:_].;m:r.ncr. E Register
Entter Address
Address 1 l treet Address 2
l.'.l!;. t State | --Salect-- - Dip Cade

GSA
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Support Request Overview

e Support requests can be created from the GSA Launch Page.

e The following types of support requests can be created:

Change Account Administrator
Remove Account

Remove from VCSS

> w N e

Update User Profile

GSA Public Buildings Service https://vcss.ocfo.gsa.gov/ 9
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Vendor and Customer Self Service Overview

General System/Login ID/ Password Assistance:

GSA Financial Systems Service Desk
Phone: 866-450-6588
Email: OCFOServiceDesk@gsa.gov

GSA o _ o
GSA Public Buildings Service
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Menu Bar

e Use the menu bar to navigate through your account and access
account information.

e Accounts (segment 4)

e Statements (segment 5)

e Payments (segment 6)

e Correspondence (segment 7)

e External Applications (segment 8)

Home | Motices | Perzonal Infermation | Preferences | Site Map Help | About

A
G S A Vendor ﬂnd CUStomer SEIf ser"‘{ice Welcoms Deme Uzer | Jung 21, 2011 | Sign Out | Coentact Uz

m Statements Payments Correspondence External Applications Bookmarks

GSA Public Buildings Service https://vcss.ocfo.gsa.gov/ 11
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Accounts Menu

e Account Information or Account Search

— If you have access to only one account, then the Account Information menu option
displays. This will review general information of your account.

— If you have access to more than one account, then the Account Search menu
option displays. You can search for the account you would like to review
information on.

e Account Summary
— Review balances for your accounts.

Outstanding Balances by Account

— Review a list of outstanding balances for your accounts. (This page is the same as
the home page).

e Business Line Summary
— Review account balances sorted by GSA business line (i.e. Rent and Fleet).

GSA Public Buildings Service https://vess.ocfo.gsa.gov/ 12
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Account Information

e The Account Information page is used to display your account information details.

— If you have access to only one account, your account information automatically
displays.

— To access the Account Information page, from the menu bar select Accounts >
Account Information.

Accounts o Statement= .

Account Information

Account Summary %)
COutztanding Balancez By Account

Buginezz Line Summary

Note: If you have access to more than one account, there is an extra step
to search for an account first which is covered on the next slide

GSA Public Buildings Service

13
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Account Search

e The Account Search page is used to search for a list of your
accounts.

— If you have access to more than one account, you must first search for
your accounts, and then select a specific account to view account
information details.

— To access the Account Search page, from the menu bar select Accounts >
Account Search.

Accounts w Statements ~l

Account Search .

Account Sunimany "'
Dutstanding Balances By Account

Business Line Summany

GSA Public Buildings Service https://vcss.ocfo.gsa.gov/ 14
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Account Search (Cont’d)

e Account Search page

— The Account Search page displays with a search criteria area to search for your
accounts.
— Select the [Search] button without entering search criteria.
e If you have access to a large number of accounts, you may want to enter

search criteria and select the [Search] button to limit the search results to a
manageable number.

e If you have access to a single account, you will see the Account Information
page rather than the Account Search Page.

WSS = Accounts = Account Search @

Account Search

Account Mame: Account Code:

DUNS+4/BPN+4:

Agency: Bureau: Agency Lecation Code:

=

GSA Public Buildings Service https://vess.ocfo.gsa.gov/ 15
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Outstanding Balances by Account

I
e The Outstanding Balances by Account page is used to review outstanding balances for your
accounts.

— View outstanding balances, such as chargeback amounts and credit amounts.
— View outstanding statements.

e “Outstanding statements” are statements with an outstanding or unpaid balance greater
than SO.

View recent statements.

e “Recent statements” are statements from within the last three months.

Also, create account correspondence to send to GSA.

e Account correspondence are messages regarding a general issue or question on your
account. This correspondence should not be related to a specific statement, refund or
payment on your account because there are specific types of correspondence that
should be created for these.

e To access the Outstanding Balances by Account page, from the menu bar select Accounts >
Outstanding Balances by Account.

Accounts . Statements .

Account Information

Account Summary
COutstanding Balances By Account ‘lu‘
W

Buzinez= Line Summary

GSA Public Buildings Service https://vess.ocfo.gsa.gov/ 16
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Outstanding Balances by Account (Cont’d)

Outstanding Balances by Account page

To view outstanding statements on your account, select an account
record and then select the [View Outstanding Statements] button.

WCES = Accounts = Outstanding Balances By Account @

Outstanding Balances By Account

View Qutistanding Statements View Recent Statements (2 Months) View as C5V

Summary @ @
il | Account Code | Account Hame | Outstanding Amount |Ou15tar1dir1g Chargeback Amount | Outstanding Credit Amount |
Totals §1,900,729,883.37 $0.00 (5266,042.78)

v |2g7008 Demo VCSS Vendor §1,900,729,883.37 50.00 (5265,042.78)
12 <4 Page |’ of1 == = m Rows 1-1 I:If1é§

GSA Public Buildings Service
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Outstanding Balances by Account (Cont’d)

o Statement Search page

— The Statement Search page displays with outstanding statement records already shown in the search results.

—  From this page you can select a statement record and then:
e Select the [View] button to view the statement details, or
e Select the [View PDF] button to view a PDF version of the statement.

Statement Search

— Search Criteria

General Criteriz

Statement Number:

Statement Type: I - I
I jY

Business Lins:

Statement Date

From:

To:

Account: ¥
Account Code:

DUNS+4/BPN+4:

Agency Location Code:

Summary

View I View PDF View as C5V

- |Statement Numbe| Statement Date | Business Line

Account Code

If the Statement contains information for multiple venders, the =earch results contain the Statement Balance that applies to your vender only.

Account Hame

Total Billed Paid

Totals
0311872011
03/18/2011

BET009
&57009

Demo VCSS Vendor
Deme VCSS Wendor

$125,465.48 §20,300.00]

§100.00

$957.12

PTENO2{S ENETENEE]

-
Ele=t

EEFIE]

Demp WSS Wandnr

—
SocT 47 i ool

GSA o .
GSA Public Buildings Service

https://vcss.ocfo.gsa.gov/
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Outstanding Balances by Account (Cont’d)

I
Outstanding Balances by Account page

— To create correspondence to send to GSA, in the search results select an
account record and then select the [Send Correspondence] button.

WCES = Accounts = Outstanding Balances By Account @

Outstanding Balances By Account

View Qutistanding Statements View Recent Statements (2 Months) View as C5V

Summary @ @
il | Account Code | Account Hame | Outstanding Amount |Ou15tar1dir1g Chargeback Amount | Outstanding Credit Amount |
Totals §1,900,729,883.37 $0.00 (5266,042.78)

v |2g7008 Demo VCSS Vendor §1,900,729,883.37 50.00 (5265,042.78)
12 <4 Page |’ of1 == = m Rows 1-1 I:If1é§

GSA Public Buildings Service

https://vcss.ocfo.gsa.gov/ 19



https://vcss.ocfo.gsa.gov/

Outstanding Balances by Account (Cont’d)

Send Correspondence page

— The Send Correspondence page
displays. To send correspondence
to GSA, fill out the following
information:

e Your contact, account, and
correspondence information.

e Add an attachment, if needed
(file types supported are text,
PDF, Microsoft Excel and Word
documents).

e Select the [Submit
Correspondence] button to
send the correspondence to
GSA. Once submitted, GSA
will receive and review this
correspondence

WCSS = Correspondence = Send Correspondence @

I Send Correspondence

Submit Correzpondence Cancel

Contact Person

“Firzt Name: * Last Name: Email Addrezs demouser@govtagency.o

Title: Phone Number: |202-555-5555 International Phone Number:

ount: 4
Account Code: | 88700% Name: Agency Location Code:
DUNS+4/BPN=+4: Agency: Bureau
— Correspondence

* Type Of Correspondence:; ICommunication VI

* Subject:
=l

* Corregpondence:
=

GSA Public Buildings Service

https://vcss.ocfo.gsa.gov/
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Business Line Summary

e The Business Line Summary page is used to search for and view

balances for your accounts, with data grouped by the business lines
in GSA.

— View business line balances, such as total statement amounts, paid
amounts, outstanding amounts, and credit amounts.

— Also, view statements and payments associated with a business line
summary record.

e To access the Business Line Summary page, from the menu bar select
Accounts > Business Line Summary.

o | s ]

Account Information

Account Summary

Dutstanding Balancez By Account
Bu=iness Line Summary i

GSA Public Buildings Service

https://vcss.ocfo.gsa.gov/
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Business Line Summary (Cont’d)

e Business Line Summary page
— The Business Line Summary page displays with a search criteria area to
search for account records sorted by business line.

— Enter search criteria and select the [Search] button.

WCES = Accountz = Buszinessz Line Summary @

Business Line Summary

— = Search Criteria

— General Criteris

Business Line: I 'I

Statement Date

From:

To:

Account: 47

(Accnunttnd&: 2857005 Agency Location Code:

=

DUNS+4/BPN+4:

https://vcss.ocfo.gsa.gov/ 22
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Business Line Summary (Cont’d)

e Business Line Summary page

In the search results, review the list of business line summary records.

oo s rov s

Summary
- Business Line Bill Total Paid Applied Credit Adjusted Closed QOutstanding |
Totals $132,738.80 $20,300.00 50.00 $12,649.49 §32,849.49 $99,389.31
v |Rent £500.00 £0.00 1] £0.00 £0.00 £600.00
[ |Flest $132,136.80 $20,300.00 0 $12,549.49 $32 649 49 $949 289 31
GSA Public Buildings Service https://vcss.ocfo.gsa.gov/ 23
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Business Line Summary (Cont’d)

e Statement Search page

— The Statement Search page displays with statement records in the search results.

— From this page you can select a statement record and then select the [View] button to view
the statement details or select the [View PDF] button to view a PDF version of the statement.

Statement Search

— Search Criteria

Genera! Criteriz

Statement Number: Statement Dats

Statement Type: I vl From:
Business Line: I vI To:

Account: #

Account Code: Agency Location Code:

DUNS+&/BPN+4:

If the Statement contains information for multiple vendors, the =earch resultz contain the Statement Balance that applies to yvour vendor only.

View I View PDF | Sort... View as CSV

Summary
r |Statement Humbe| Statement Date | Business Line | AccountCode | AccountName Total Billed Paid

Totals 5§125,465.48 $20,300.00
I7 FODO00Z3 031812011 Flest 897008 Demo VEES Vendor $100.00 50.00
T v e 1 - S 11 By 4111 v ) 011 E—- 1 umy
[ leTEnn?4a 02482014 El=et AST00G Demn WESS VWeandnr SoET 432 20 0n

A
GSA Public Buildings Service https://vcss.ocfo.gsa.gov/
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Statements Menu

° View and Print Statements

Statements H‘ Payments +

— View and print statements for your accounts.

YWiew and Print Statements
o Statement Search by Agreement Statement Search by Agreement
View Details

—  Search for and view statements by your GSA _ )
Dizpute StatementDetailz

agreement number.

View Dizpute Reguests

. View Details
—  View details for statements on your accounts.
. Dispute Statement/Details

— Dispute a statement that you think might be in error (for non-IPAC statements only).
— Disputes of IPAC bills should be performed via Treasury IPAC guidelines using the chargeback process.

o View Dispute Requests

—  View dispute requests and status of your disputes.

A
GSA Public Buildings Service https://vcss.ocfo.gsa.gov/
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View and Print Statements

e The Statement Search page is used to search for, view, and print statements for your accounts.
— View statements as Portable Document Format (PDF) files to print.
— Create and view statement correspondence to send to GSA.

e Statement correspondence are messages regarding a specific statement on your
account.

e This correspondence should not be related to a general account issue or question, or a
specific refund or payment on your account because there are specific types of
correspondence that should be created for these.

Dispute a statement that you think might be in error.
View dispute requests and status associated with a statement.

e To access the Statement Search page, from the menu bar select Statements > View and Print
Statements.

Statements H‘ Payments +

View and Print Statement=

Statement Search by Agreement
View Details
Dizpute StatementDetailz

View Dizpute Reguests

GSA Public Buildings Service https://vess.ocfo.gsa.gov/ 26
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View and Print Statements (Cont’d)

e Statement Search page
— The Statement Search page displays with a search criteria area to search for statements

associated with your account.
— Enter search criteria and select the [Search] button.

WCSS = Statementz = Statement Search @

Search Crileria

Gensral Criteriz
Statement Number: |EQO000054 Statement Date
Statement Twvpe: j From:
Bugziness Line: j To:
Account Code:  C-123804 Agency Location Cods:

DUNS+4/BPH +4:

If the Statement containz information for multiple customers, the 2earch rezultz contain the Statement Balance that applies to vour customer only.

s

GSA Public Buildings Service https://vcss.ocfo.gsa.gov/ 27
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View and Print Statements (Cont’d)

e Statement Search page

— To view detailed information associated with a statement, select a
statement record and then select the [View] button.

gmw| View PDF View as CSV

Summary
Statement Humbe | Statement Date Business Line Account Code Account Name Todtal Billed Paid Adjusted Applied Credi
¥ |Eooo00ZE 01/28:2013 Supphy C-123604 VLSS Demo Vendor $5,485.00 20.00 20.00 b

GSA Public Buildings Service
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Iy
Statement Record

View and Print Statements (Cont’d)

— The statement record opens and displays in a tab-like format. The first tab is the Statement
Information tab and contains detailed information about the statement. including amounts.

VLSS = Statements = View and Print Statements > Biling Statement Information: E0000094

Ei View Referencing Payments ] Send Correspondence | Dispute Statement | View Related Dispute Requests m

Statement Information Jetail Biling Records | Attachments | Review Correspondence

Expand All | Collapse Al

- General

Statement Number: E0000094 Bill Type: NonlPAC

Statement Print Date: 01/28/2013 Business Line: Supply

Statement Collection Due Date:  03/14/2013

-/ Account Information
Account:
Account Code: | C-123504 Agency: 02
DUNS+4/BPN+4: Bureau: 23
Account Mame:  WVCSS Demo Vendor Agency Location Code: 12401100

= A t

EBilled Totals
Paid Applied Credit Adjusted Closed Outstanding

Principal 30.00 30.00 30.00 30.00 $5,486.00
Interest 30.00 30.00 30.00 30.00 30.00
Admin Charges 30.00 30.00 30.00 30.00 30.00
Penalty 30.00 30.00 30.00 30.00 30.00
Total 30.00 30.00 30.00 30.00 $5,486.00

GSA

GSA Public Buildings Service

https://vcss.ocfo.gsa.gov/

29


https://vcss.ocfo.gsa.gov/

View and Print Statements (Cont’d)

|
o Statement Record

Within the statement record, select the Detail Billi
statement in the search results.

Supply, and Automotive Purchases business

ng Records tab to review the details associated with the

Note: Statement details are only available for customers doing business with GSA's Fleet, Rent, Global

lines.

If you have access to a large number of detail records, you may want to enter search criteria and select the

[Search] button to limit the search results to a manageable number

Detail Billing Records

Search Criteria

Detail Search Criteria

Reference ID: |
Charge Period:

Articles/Services Description:

:

Bill Document Date Entry Date

From:

Detail Amount

From: From

To: To: To:

Title:

Record Type:

[=]

Disputed:

Account:
DUNS+4/BPN+4.

Account Code:

L* Additional Criteria

oo
m View as CSV

Summary

| Reference ID | Entry Date | Record Amount ‘

Account Code

| Account Name | Record Type |

Totals $5,486.00

r |MOM02FPUDD1MEI'.ICYDD |D1!25f2013 | 35‘455.00‘(}123604

|VCSS Demo Vendor |NDrmaI |

v «a Page 1 ofl = = 10

[=]

GSA Public Buildings Service
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View and Print Statements (Cont’d)

e Statement Record

— Within the statement record’s Details tab, to view more detailed information for a
statement detail record, select a detail record and then select the [Detail] button.

— Note: Statement details are only available for customers doing business with
GSA's Fleet, Rent, Global Supply, and Automotive Purchases business lines.

Detail Sort.. | View as C5V

Summary @ @

| Reference ID | Entry Date | Record Amount Account Code Account Name Record Type Title Disputed | Source Hurm

Totals 55,486.00

GSA Public Buildings Service https://vess.ocfo.gsa.gov/ 31
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View and Print Statements (Cont’d)

|
) Detail Record

—  The detail record opens and displays with detail record information.

— Note: Statement details are only available for customers doing business with GSA's Fleet, Rent, Global Supply,

and Automotive Purchases business lines.

VLSS > Statements = View and Print Statements = Biling Statement Information: E0000094 > Detail Biling Records > Detail

E View Referencing Payments | Send Correspondence || Dispute Statement | View Related Dispute Requests | View PDF

Statement Information | Detail Billing Records | Attachments | Review Correspondence |

General

Reference ID: KMOMOZFPOOOIMETICY 00 Record Date:

Record Amount §5,486.00 Source Number:

Period of Performance
Start Date:

End Date:

Dispute

Disputed: |Falze Dizputed Date:

01/25/2013

Record Type:

Invoice Number:

Normal

Account

Account Information

Account Code: | C-123604 Account Name: VCSS Demo Vendor

DUNS+4/BPN+4: Agency: o2

Header Information

Payment information

Overdue Status:

Overdue Status Date:

Remit to Office
Address Format. | US Phone Number: 800-676-3890

MName: GSA: Payments For NON-  Fax Number: 816-823-5507

GSA o .
GSA Public Buildings Service
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View and Print Statements (Cont’d)

I | I
e Statement Record

— Within the statement record, select the Attachments tab to review supporting
documentation associated with this statement.

— Select an attachment record and then select the [View] button to open an
attachment.

Ei View Referencing Payments | Send Correspondence Dispute Statement | View Related Dizpute Requests | View PDF

TN G E Attachments Review Correspondence

Statement Information

Summary
Title Size (bytes) Content Type Statement
v 490003ROKHJ4.pdf =
1 s Pagelt ofl s = 10 [

A
GSA Public Buildings Service https://vcss.ocfo.gsa.gov/
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View and Print Statements (Cont’d)

e Statement Record

Within the statement record, select the Review Correspondence tab to review
correspondence associated with this statement in the search results.

Statement Information

Detail Bilin

Review Correspondence

| |
Search Criteria
Record Number. Type Of Correspondence: |Z|
Crested Date First Name: Account Information” 4
From: Last Name: Account Code: Agency Location Code:
To
Subject:
Correspondence:
Use the wildcard (%) character to search if needed.
_
Summary @
r Record Number Created Date First Name Last Hame Statement Number Account Code Type Of Correspondence Subject Has Attachments
e 22802013 John Smith E0000094 C-123604 Dispute DUPCHARGE No
e 0272812013 John Smith E0000094 C-123604 Dispute DUPCHARGE No
C 02222013 John Smith E0000094 C-123604 Dispute DUPCHARGE No
|5 020112013 John Smith E0000094 C-123604 Dispute DUPCHARGE No
|4 01129/2013 John Tester E0000094 C-123504 Dispute Services are over biled No
(i} 0172802013 John Test E0000094 C-123604 Dispute OVERBILLED No
2 0172802013 John Tester E0000094 C-123604 Dispute OVERBILLED No
(K 0172802013 John Smith E0000084 C-123604 Dispute OVERBILLED No
o Page 1 of 1 = 10 Rows 1-80f8
CI | 1 B K |z| 0wWs 0 |

GSA

GSA Public Buildings Service
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View and Print Statements (Cont’d)

e Statement Record

To review the details of a statement correspondence record, select the correspondence

record and then review the details that display below the search results

| [ | Record Humber Created Date First Hame Last Hame Statement Humi»| Account Code |Type Of Corresp Subject Has Attachments |
I|7 1 01/25/2013 All Test EQOO00594 C-123504 Dizpute OWVERBILLED Mo I
Contact Perzson
First Mames: Al Lazt Mame: Test Email Address: alli@fake.com
Title: Phane Number: | 555-555-5555 International Phone Number:
G54 Contact
Name: Title: Phone Number: Email Address: |testl@gza.gov
Account information:
Account Code: |C-123804 Account Nams: Agency Location Code:
Correspondence
Record Number: 1 Communication Source: |Phone =| created Date: 01/28/2013 Statement Number: | ED000084
Type Of Correzpondence: | Dizpute LI
Subject: OWVERBILLED
Dizpute Status: Mew. Dizpute Explanation: The amount that was billed iz not the amount that was ;I
originally agreed upen.
Correzpendence:
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Statement Search by Agreement

| I
J The Statement Search by Agreement page is used to search for statements by your GSA Agreement Number.

—  Provides the ability to search for Statements using Agreement Number (for RWA/HOTD customers, this would
be the “RWA Number”).

—  Search criteria includes:
— Agreement Number
— IPAC Information (Funding Document, Purchase Order Number, etc.)
— Account Information (Account Code, Agency, Bureau, etc.)

—  Provides the ability to view the Statement by launching the Statement Query pre-searched by the selected
number.

— To access the Statement Search by Agreement page, from the menu bar select Statements > Statement Search

by Agreement.
Statements Payments -

Wiew and Print Statement=

=tatement Search by Agreement
View Details
Dizpute StatementDetails

View Dizpute Reguests
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Statement Search by Agreement (Cont’d)

Statement Search by Agreement Page
— The Statement Search by Agreement page displays with a search criteria area to search for
statements associated with your account.

Enter search criteria and select the [Search] button.

VCSS > Statements > Bil Search @&

- Agreement Search Criteria

Agreement Search Criteria

Agreement Number:

IPAC

Funding Document; Related Statement Number;
Purchase Order Mumber: Customer Treasury Symbol:
Accounting Classification Reference Mumber:

Search Criteria
Account Criteria
Account: #
Account Code: Agency:
DUNS+4/BPN+4: Bureau:

Account Name: Agency Location Code:

GSA Public Buildings Service
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Statement Search by Agreement (Cont’d)

e Statement Search by Agreement Page

— In the search results, review the statement records.

Account Summary View as CSV

Summary
Statement Humber | Bill Generated Title Billing Reference NHumber Vendor Address (| WVendor Hame DUNS+4/BPH+4 Busziness Line |
Totals
Woooo13se Billed Charges ADBILADMOO001385-403 1538825 VOS5 Demo Vendor Reimbursable Work

12 «a Page 1 of1 = w1 10 El

A https://vcss.ocfo.gsa.gov/
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View Details

| I
e The Detail Record Search page is used to search for and view details for statements associated
with your accounts.

— View details for a statement that display as separate records referred to as “detail records”.
e Detail records identify the goods/services billed, the statement they are associated with,
the business line, and statement dates.
e View more detailed information for each statement detail record.

e Note: Statement details are only available for customers doing business with GSA's
Fleet, Rent, Global Supply, and Automotive Purchases business lines.

— Also, export the detail records to a CSV file to view and sort through the records.

e To access the Detail Record Search page, from the menu bar select Statements > View Details.
Statements Payments +

Yiew and Print Statements

Statement Search by Agreement

View Details

Dispute Statement/Details
View Dispute Requests
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View Details (Cont’d)

|
. Detail Record Search page

—  The Detail Record Search page displays with a search criteria area to search for details on statements.
—  Enter search criteria and select the [Search] button.

e You can search by business line and can additionally search by specific fields related to the GSA business lines.

Note: Statement details are only available for customers doing business with GSA's Fleet, Rent, Global Supply, and
Automotive Purchases business lines.

WCSS > Statements = Detail Record Search S

Search Criteria
Detail Search Criteria
Statement Number: 2 Business Line: El Record Type: Iz‘
Title: Bill Type: [=] Disputed: [=]
Reference ID:

- Fleet Search Criteria

Statement Date Entry Date ——— [ Detail Amount ————— [ Collsction Dus Date Description: Wehicls Tag:
From: From: From: From:
To: To o To: Vehicle Clazs: Sales Code:
/ - Rent Se=arch Criteria
Account: ¥
’ DUNS=4/BPN=4: Account Code: Building Name: Source Number:
>

[ # Addiional Criteria # Supply/Automotive Purchases
/ Requisition Number:
[+ Fleet Search Criteria

/ Supplemental Address;

[* Rent Search Criteria G5A Order/Session/Ticket Mumber:
Rest of Customer Data:

[+ Supply/Automotive Purchases

Emen

Customer Reguisition Number:

Criginal Fund Code:

MY GSA Public Buildings Service https://vess.ocfo.gsa.gov/
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Dispute Statement/Details

| I
J The Dispute Statement/Details process is used to dispute an entire statement or specific details of a statement
(detail records).

— Submit a dispute request if you find the statement might be in error or contain inaccurate information.
— To dispute a statement or details associated with a statement, VCSS has a dispute wizard that walks you step-
by-step through the dispute submission process.
e If you would like to dispute details of a statement, there is an additional step to search for and select
the specific detail records you would like to dispute.
e Note: Statement details are only available for customers doing business with GSA's Fleet, Rent, Global
Supply, and Automotive Purchases business lines.

— To access the dispute wizard, from the menu bar select Statements > Dispute Statement/Details.

Statements Hl Payments

“View and Print Statements

statement Search by Agreement
YWiew Details

View Dizpute Requests
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Dispute a Statement

I
e  Enter Statement Number to Dispute page

— The first page of the dispute wizard displays where you identify the statement you would like

to dispute.

— Enter the Statement Number and select the [Next] button.

e |f the statement is associated with more than one account, you must also enter the

Account Code.

3

VLSS = Statementz = Enter Statement Number to Dizspute @

Enter Statement Number to Dispute

Statement Number:

Account Code:

GSA Public Buildings Service
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Dispute a Statement (Cont’d)

| I
J Select Dispute Type page

— Todispute details of a statement, select Choose Which Detail Records to Dispute and then select the [Next]
button.

e When selecting this option, there is an additional step to search for and select the specific detail billing
records to dispute.

—  Note: Statement details are only available for customers doing business with GSA's Fleet, Rent, Global Supply,
and Automotive Purchases business lines.

A
G S"\ Vendor and Customer Self Service

Pleaze identify the type of dizpute you would like to request below and then select the Next butten te continue.

— Statement Information

Account Name: Demo VCSS Vendor

Statement Amount: S957.12

— Dispute Type
" Disputs Entire Statement

¥ Choose Which Detail Recerds to Dizputs

GSA Public Buildings Service https://vess.ocfo.gsa.gov/

43


https://vcss.ocfo.gsa.gov/

View Dispute Requests

e The Dispute Requests Search Page is used to search for dispute requests.

— Ability to search for dispute status using general, customer, and dispute criteria.

— View specific information for each dispute such as the submitted date, the dispute
reason, dispute explanation, last action date, and dispute resolution.

— Provides dispute request status updates and GSA dispute resolution information.

— To access the Dispute Requests Search page, from the menu bar select Statements >
View Dispute Requests.

Statements Payments

iew and Print Statements

Statement Search by Agreement
View Details

Dizpute StatementDetailz

View Dizpute Reguests

GSA Public Buildings Service
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View Dispute Requests (Cont’d)

| I
e Dispute Requests Search page

— The Dispute Requests Search page displays with a search criteria area to search for
dispute requests.

— Enter search criteria and select the [Search] button.

WCES = Statements = Dispute Reguests Search @

Search Criteria
General Criteria

Statement Number: || 5

Vendor Criteria

Vendor: ¥
Addrezs Code:

DUNS+4/BPN+4:
Account Name:
Agency:

Bureau:

Dispute Criteria
Disputs Submitted Date } Dispute Status: [=]

From: Dispute Reason: El

To

A https://vcss.ocfo.gsa.gov/
GSA Public Buildings Service . Sl
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View Dispute Requests (Cont’d)

e Dispute Requests Search page

— Provides the ability to view specific information for each dispute,

including:

® Statement Number » Dispute Reason
= Original Dispute Amount = Last Action Date
= Dispute Submitted Date = Dispute Explanation
» Dispute Status

» Dispute Resolution

Summary

View as CSV

| |Uendor Address I|5tatement HumbE|Driginal Disputeﬁ.| CDate Submitted | Dispute Status ‘ Dispute Reason | Last Action Date |Dispute Explanatic

[Cl =] [Tl

Dispute Resolution |

I_- |+ ||:-1zzeu= |EIJIJEIEIIJE= | 55.=%.uu|uz;u1;2013 13:us:33||n Process |Dup|in:ﬂt& Charge |uz;u1xzu13 ||b5|i5'|'5|'|’5 already |

4 «a  Page t

of1 s 1|10 j

Rowsz 1-10f1
#

GSA Public Buildings Service
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Payments Menu

e View Customer Payments

— Search for and view payments

made to GSA for your accounts.

e View Refunds

— Search for and view refunds
received from GSA for your
accounts.

Payments ‘HM
View Customer Payments

View Refund=s

GSA Public Buildings Service
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Correspondence Menu

o View Account or Statement
Correspondence

—  Select the View Account
Correspondence option to search for
and view account correspondence.

— Select the View Statement
Correspondence option to search for
and view correspondence for a
specific statement on your account.

o Create Account or Statement
Correspondence

—  Select the Create Account
Correspondence option to create
account correspondence.

—  Select the Create Statement
Correspondence option to create
correspondence for a specific
statement on your account.

corespomerce ]

View Account Correspondence

View Statement Correzpondence
Create Account Corregspondence

Create Statement Correspondence

GSA Public Buildings Service
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External Applications Menu

e If you need to access an application outside of VCSS, select
one of these External Applications menu options.
— From the menu bar, select External Applications > [application].

External Applications

IPAC
ROW

| wWebBil

| s

| mormis
TOPS
EMORRIS
545 Fleet Dirive-thru
eRETA

A https://vcss.ocfo.gsa.gov/
GSA Public Buildings Service . Sl
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BAAR-VCSS Navigation Questions
Contact us at baar@gsa.gov

Find out more at www.gsa.gov/baar

eRETA Questions
Contact us at eRETA@gsa.gov

Find out more at www.gsa.cov/ereta

GSA Public Buildings Service https://vcss.ocfo.gsa.gov/ 50
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Questions?
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e Thank you for joining us today for a discussion on an

Introduction to the Vendor and Customer Self Service
(VCSS) Web Site

e Future sessions

— December 11, 2014: Introduction to PBS Property
Management and Lease Administration

— January 15, 2015: Introduction to the PBS Pricing Policy

www.gsa.gov/ces

ClientEnrichmentSeries@gsa.gov

GSA o _ -
GSA Public Buildings Service



Thank you!
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